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§ 101–41.202–4 [Reserved]

§ 101–41.202–5 Procurement of stand-
ard forms by agencies and carriers.

(a) Agencies may obtain supplies of
SF 1169 and SF 1170 assemblies from
GSA by submitting a requisition in
FEDSTRIP format to GSA’s Federal
Supply Service, Furniture Commodity
Center (FCNI), Washington, DC 20406.
With respect to the GTR assemblies,
FCNI maintains a record of the serial
numbers imprinted on the forms and
the names and mailing addresses of the
receiving agencies. Where feasible,
agencies should request that the name
and address of the office to be billed for
payment of charges be preprinted on
each SF 1169 and that the name and ad-
dress of the office to receive the refund
be preprinted on each SF 1170. No other
overprinting on SF 1169, SF 1170, or SF
1170–EDP (computer-generated) is per-
mitted unless specifically approved in
writing by the Director, Office of
Transportation Audits (FW), GSA.

(b) Carriers may purchase SF 1113
and SF 1113–A from the Superintendent
of Documents, U.S. Government Print-
ing Office, Washington, DC 20402, or
have them printed commercially. When
printing these forms commercially,
carriers shall ensure that the forms
conform to the exact size, wording, and
arrangement of the approved standard
forms and, while no minimum grade of
paper is set, carriers shall provide a
reasonable grade of paperstock. Car-
riers may have SF 1113 and SF 1113–A
printed also in continuous-feed format
for machine billing by adding pin-feed
strips on the margins. The tear-off slip
may be moved from the bottom to the
right edge of SF 1113, to aid in machine
use of the form, but it must be per-
forated on all edges to measure 81⁄2 by
33⁄16 inches when detached from the
body of the SF 1113 and from the pin-
feed strips. The forms must conform in
all other respects to the exact size,
wording, color, and arrangement of the
approved standard forms. Any devi-
ations must be approved in writing by
the Director, Office of Transportation
Audits (BW), GSA.

(31 U.S.C. 952, 31 U.S.C. 3726; 40 U.S.C. 486(c))

[46 FR 42662, Aug. 24, 1982, as amended at 48
FR 27726, June 17, 1983; 49 FR 44470, Nov. 7,
1984; 54 FR 15943, Apr. 20, 1989]

§ 101–41.203 Procurement of passenger
transportation services.

§ 101–41.203–1 Procurement from car-
riers.

(a) All passenger transportation serv-
ices shall be procured with a GTR, Gov-
ernment contractor-issued charge card,
or centrally billed account unless oth-
erwise provided in § 101–41.203–2 of this
subpart. Agency heads or their des-
ignees may specify which of these Gov-
ernment-provided methods of payment,
or combination thereof, travelers will
use to procure official passenger trans-
portation services. Such services, re-
gardless of the procurement method
specified by the agency, must be pro-
cured directly from either a carrier or
a travel agent. A travel agent may be
used only as prescribed in the Federal
Travel Regulation (FTR), 41 CFR chap-
ters 301–304 or applicable regulations of
the Department of Defense (DOD).

(b) The use of U.S.-flag vessels for
travel on official business and of U.S.-
flag certificated air carriers for Gov-
ernment-financed passenger transpor-
tation is required by statute (46 U.S.C.
1241 and 49 U.S.C. 1517) when such ves-
sels and air carriers are available.
Compliance with these statutes is man-
datory whether the U.S. Government
pays the transportation charges to the
carrier direct or through reimburse-
ment of an individual or other entity.
Uniform standards and procedures pre-
scribed by the Comptroller General of
the United States for guidance of all
departments, agencies, travelers, car-
riers, and others concerned in con-
forming to these statutes are found in
4 CFR 52.2 and in various Comptroller
General decisions.

[42 FR 36672, July 15, 1977, as amended at 49
FR 48547, Dec. 13, 1984; 60 FR 56247, Nov. 8,
1995]

§ 101–41.203–2 Use of cash.
(a) A GTR or Government excess bag-

gage authorization ticket (GEBAT)
shall not be used to procure passenger
transportation services costing $10 or
less, exclusive of Federal transpor-
tation tax, and to pay air excess bag-
gage charges of $15 or less for each leg
of a trip (see § 101–41.203–6), unless spe-
cial circumstances justify their use.
The contractor-issued charge card or
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centrally billed account shall be used
for these purchases when practical.
When not practical, use of cash may be
authorized or approved. To procure
passenger transportation services cost-
ing more than $10 but not more than
$100, exclusive of Federal transpor-
tation tax, the GTR, Government con-
tractor-issued charge card, or centrally
billed account shall be used. Cash may
be used for these purchases only when
none of the other procurement methods
is practical. For passenger transpor-
tation services costing more than $100,
excluding Federal transportation tax,
only a GTR, Government contractor-
issued charge card, or centrally billed
account may be used unless otherwise
exempted in this subpart.

(1) When the use of cash is authorized
to purchase the services set forth in
paragraph (a) of this section, cash pay-
ment may be made with a travel ad-
vance in accordance with provisions of
the FTR (41 CFR 301–10.3).

(2) Any credit card, other than the
Government contractor-issued charge
card, and all travelers checks shall be
considered the equivalent of cash and
subject to the $100 limitation provided
in paragraph (a) of this section.

(NOTE— To protect the integrity of the Gov-
ernment charge card program designed for
payment of allowable travel and transpor-
tation expenses incurred in connection with
official travel, travelers shall be discouraged
from using personal credit cards.)

(3) Procurement of passenger trans-
portation services under the group or
charter provisions of the FTR (41 CFR
301–3.4(b)(2)) is not subject to the provi-
sions of this subpart.

(4) Authorization under paragraph (b)
of this section to use cash in excess of
$100 should be obtained prior to travel.
In the absence of advance written au-
thorization or approval, passenger
transportation services exceeding $100
shall be purchased in accordance with
policies and procedures prescribed in
applicable Government travel regula-
tions. It is a traveler’s responsibility to
know that use of a GTR, Government
contractor-issued charge card, or cen-
trally billed account may be required
to obtain certain discount fares and to
comply with the mandatory provisions
of the FTR governing the use of con-
tract airline service. Cash shall not be

used to circumvent the regulations
governing airline contracts.

(b) Cash purchases of transportation
services in excess of $100 shall be dis-
couraged and each agency shall estab-
lish procedures to encourage Federal
travelers to use a Government con-
tractor-issued charge card, centrally
billed account, or GTR instead of cash
to purchase passenger transportation
services. Agencies shall monitor and
control cash purchases of transpor-
tation services in a manner that will
ensure such purchases are kept to a
minimum.

(1) When a Federal traveler does not
use a GTR, Government contractor-
issued charge card, or centrally billed
account, heads of agencies, or their
designated representatives, may in
limited instances authorize travelers
to exceed the $100 limitation when pro-
curing passenger transportation serv-
ices.

(i) Each agency shall establish guide-
lines for approval of cash purchases in
excess of $100 and determine if the use
of cash is due to:

(A) Emergency circumstances (where
use of a GTR, Government contractor-
issued charge card, or centrally billed
account was not possible); or

(B) Agency failure to advise a new
employee and/or invited or infrequent
traveler of proper procedures for pur-
chasing transportation services.

(ii) If a cash purchase is determined
to have been made under a non-
emergency circumstance, reimburse-
ment shall not exceed the cost which
would have been properly chargeable to
the Government if the transportation
services had been procured using one of
the Government-provided methods of
procurement. Should a Federal em-
ployee make cash purchases without
just cause or deliberately attempt to
circumvent use of GSA air or rail serv-
ice programs for personal convenience
or some other reason not consistent
with sound travel management prac-
tices, the agency may, as provided in 31
U.S.C. 3702, send all documents related
to the travel to the Comptroller Gen-
eral, General Accounting Office,
Claims Section, Washington, DC 20548,
for a decision on the traveler’s right to
reimbursement.
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(2) Delegation of authority for au-
thorizing and approving the use of cash
in excess of $100 for the procurement of
transportation services shall be held to
as high an administrative level as prac-
ticable to ensure adequate consider-
ation and review of the circumstances.
Any such delegation shall be made in
writing and copies shall be retained to
permit monitoring of the system. The
agency shall make delegation of au-
thority records available for examina-
tion by GSA auditors.

(3) To justify the use of cash in ex-
cess of $100 when procuring passenger
transportation services, both the agen-
cy head, or the designated representa-
tive, and the traveler shall certify on
the travel voucher the necessity for
such use.

(4) After a traveler has been reim-
bursed for a cash purchase, copies of
travel authorizations, ticket coupons,
and any ticket refund applications, or
SF’s 1170, Redemption of Unused Tick-
ets, shall be forwarded for audit to the
General Services Administration,
Transportation Audit Division (FWA),
Attention: Code E, Washington, DC
20405.

(5) The agency shall maintain travel
vouchers and make them available for
site audit by GSA auditors. General
Records Schedule 9, Travel and Trans-
portation Records (see 36 CFR 1228.22),
provides instructions for the disposal
of travel vouchers.

(c) GSA (FWA) will report to the ap-
propriate military or civilian agency
travel manager for appropriate action
suspected travel management errors
and/or misroutings which result in
higher travel costs to the Government.

(d) A traveler who uses cash to pur-
chase individual passenger transpor-
tation services shall procure such serv-
ices directly from the carrier or from a
travel agent under GSA or DOD con-
tract (see § 101–41.203–1), and shall ac-
count for those expenses on their trav-
el vouchers, furnishing passenger cou-
pons or other evidence as appropriate
in support thereof. Moreover, travelers
shall assign to the Government the
right to recover any excess payments
involving carriers’ use of improper
rates. That assignment must be
preprinted or otherwise annotated on

the travel voucher and shall be ini-
tialed by the traveler.

(e) Travelers using cash to procure
passenger transportation services shall
be made aware by their employing
agencies of the provisions of § 101–
41.209–4 concerning a carrier’s liability
for liquidated damages because of fail-
ure to provide confirmed reserved
space. Also, travelers using cash shall
adhere to the regulations of the Gen-
eral Accounting Office (4 CFR 52.2) re-
garding the use of U.S.-flag vessels and
air carriers (see § 101–41.203–1(b)).

[60 FR 56247, Nov. 8, 1995]

§ 101–41.203–3 Quantity (bulk) ticket
purchases.

Quantities of transportation tickets
for use by persons traveling for the ac-
count of the United States may be pro-
cured through the issuance of a single
GTR. Tickets and/or tokens for intra-
city transportation involving the use
of local or short-haul transit service
may be similarly purchased in bulk
quantities. Each GTR issued for the
procurement of tickets or tokens shall
be identified as ‘‘Bulk purchase,’’ and
tickets so procured shall bear the
words ‘‘U.S. Government’’ and ‘‘Not
Redeemable for Cash Except by the
U.S. Government.’’

(a) Discretionary authority to approve
use of quantity purchase procedures. The
head of an agency or his designee may
approve the issuance of one GTR in-
stead of individual GTR’s or purchase
orders to procure a quantity of tickets
or tokens.

(b) Limitations on and conditions for
making quantity purchases. The discre-
tionary authority to use bulk purchase
procedures is restricted to situations in
which:

(1) A continuing substantial volume
of individual travel via the same mode
and class of transportation is required
between one origin and one destina-
tion;

(2) Each one-way or round trip single
fare for transportation does not exceed
$250 exclusive of Federal transpor-
tation tax; and

(3) Each group of tickets or tokens is
to be used within any one 60-day period
of a fiscal year.

(c) Agency regulations governing use of
the quantity-purchase system. Each
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